Name:_______________________________________ Date:______________Period:________
Define the following terms: 
Communication:______________________________________________________________________________________________________________________________________________________________________
Interpersonal relationships:___________________________________________________________________
__________________________________________________________________________________________
Creativity:____________________________________________________________________________________________________________________________________________________________________________
Critical Thinking:____________________________________________________________________________
__________________________________________________________________________________________
Employability Skills:__________________________________________________________________________
__________________________________________________________________________________________
Diversity:____________________________________________________________________________________________________________________________________________________________________________
Professional Image:__________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________
Fill in the blank OR answer the following questions. 
1. A study conducted by the U.S. Department of Labor in 2012, noted that among the skills employers valued in employees, ___________________, _________________, and __________________ were the top three

2. List 5 Communication Skills in Business: ____________________________, ______________________

________________________, ________________________, ____________________________

3. When it comes to communication skills where do your strengths lie? What do you need to improve on?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4. What are two techniques individuals can do to help develop their creativity?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
5.  Do you have the following qualities?
· Do you constantly ask questions such as when, where, why, who, and how?   Yes    No
· Are you NOT satisfied with face value answers?    Yes    No
· Can you listen with an open mind?    Yes    No
· Do you appreciate other viewpoints?    Yes    No
· In making a decision, do you collect, evaluate, and consider the evidence?    Yes    No
· Do you consider whether the evidence is from a valid source or just an opinion?    Yes    No
· Do you use writing to synthesize and refine your ideas?  Yes    No
6.  Select one of the bullets above that you answered YES to, explain when you feel like you have that quality.  Give an example of when you demonstrated the quality.  
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

7. While our country was once swept by an industrial revolution where manufacturing required repetitive tasks and stamina, our global economy is in the midst of an information revolution that requires employees who are ______________________________and _______________
________________________.

8. List and explain five of the ten tips for being work ready:

a.  __________________________________________________________________________ 
b. ___________________________________________________________________________
c. ___________________________________________________________________________
d. ___________________________________________________________________________
e. ___________________________________________________________________________

9. Look at the list above.  Rank the five tips for being work ready in the order of how “ready” you are.  Give the tip you are best at a 1, next best 2, next best 3, etc.  Place your numbers in the .

10. Make a list of three characteristics that make an effective team member.  List and describe the three you think are best at, explain why. 
a. __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
b. __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
c. __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
11.   Describe what professional dress means to you.  ___________________________________________
____________________________________________________________________________________
12. Before you ever apply for a job, you need to make sure that your _____________________________is professional.
13. List a few hints to help you maintain a professional image online.
a. ____________________________________________________________________________
b. ____________________________________________________________________________
We will have a quiz over this information.  Please make certain that you know all of the vocabulary words reviewed on the Employability Skills Key Term Review on the 7th part of the module.  
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